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CHAPTER 4 

RECORDKEEPING 

4-l. General. Recordkeeping is a way of life in the Corps, as it 
is in every other government agency and most businesses. There 
are various reasons why recordkeeping is important to a 
successful volunteer program. 

0 There is always a possibility that a volunteer may be 
injured on the Corps worksite. In such eventuality, it is 
necessary to file the proper accident and injury forms. In some 
cases, injuries are not reported until a later date. In such 
instances it is imperative to have good historical records as to 
dates and hours worked, as well as jobs performed and the staff 
involved in supervision. 

0 There is also a possibility that volunteers may injure 
someone else or cause damage to property. The same records 
identified above will be needed in such instances. 

o When incidental expenses are reimbursed, it is important 
to maintain proper documentation and internal controls. In order 
to measure the success of any program, accurate records must be 
available for review. The forms specified in the volunteer 
regulation, as well as the reporting requirements, provide one 
vehicle for program evaluation. 

o Awards and other forms of recognition take on additional 
importance in a program where participants are not compensated 
monetarily. Good records will indicate when volunteers have 
surpassed milestones set up for various volunteer awards. 

0 Parental release forms are a must when minors are 
involved in the volunteer program. These insure that the parents 
know where the child is and have approved of the voluntary 
service. In organized groups, these forms assure that the group 
is aware of their responsibility to the child's parents. 

4-2. SamDle Forms. This paragraph explains the forms necessary 
to conduct the volunteer program. In each case, an example is 
offered of the completed form. 
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The importance of conscientious and accurate recordkeeping 
cannot be stressed enough for the success of your volunteer 
program. 

o Ontional Form 301, Volunteer Apnlication. It is very 
important that the volunteer applicant complete this form 
accurately and thoroughly. In many cases, a decision must be 
made to accept or reject volunteer services solely on the basis 
of the information provided herein. 

Blocks 1 through 5 are self-explanatory. 

Block 6 lists various volunteer work categories in which the 
individual may be interested. Since no list of this type can be 
exhaustive, it is very important to use the llothern line to 
specify additional jobs. The applicant should keep in mind that 
most projects can use the same volunteer for a variety of jobs. 
All jobs that are interesting to the volunteer should be checked. 

Like block 6, block 7 cannot be considered a complete list 
of the skills an applicant may possess. Here again, the Ifother" 
lines should be used to specify additional skills that the 
applicant may use to provide voluntary service to the Corps. 

It is very important that the applicant complete block 8 in 
great detail (continuing to block 17, if necessary). This space 
is for the prospective volunteer to describe in his/her own words 
the type of specific volunteer work desired and the skills‘ or 
background that will enable him/her to perform it. 

It is helpful to know whether a volunteer candidate has 
experience as a volunteer. After all, volunteer service is quite 
different from a paid job. A thorough description of former 
experience in block 9 will give the accepting official insight 
into the potential success of the volunteer experience. 

Block 10 is also important as it will indicate whether or 
not the candidate can be assigned to supervise other volunteers 
with minimal guidance and training. 

Although it is marked OPTIONAL, each volunteer applicant 
should be encouraged to complete block 11. This block gives the 
accepting official valuable insight into what the candidate is 
seeking from the experience. An explanation here can help 
greatly in matching the volunteer to the right job. 
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Block 12, PHYSICAL LIMITATIONS, will give insight into what 
situations the volunteer is and is not capable of performing in. 
This is important information. 

Block 13, gives the candidate an opportunity to specify the 
months, hours per week, and days of the week that he/she will be 
available for service. 

Volunteers applying for duty at a specific project or office 
may be confused by block 14. This block requests at least three 
states or specific locations for which the volunteer is 
available. If the applicant is available for one specific site 
only, that stipulation should be made in this block. 

Many volunteers are local residents who do not need 
lodging. Block fifteen is geared more toward transients 
targeting distant projects. Local volunteers should just check 
the box indicating they will provide their own lodging. 

Blocks 16 through 19 are self-explanatory. 

A completed example of this form follows. 

Optional Form 301 is a federal inter-agency volunteer 
application form which is available from the Government Printing 
Office. 

* Note: These pages and the sample completed form may be 
reproduced locally and mailed with the volunteer application to 
prospective volunteers. This guidance may be of help when 
completing this form. 
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FOAM APPROVED . -. . 
OMB NO. 05960080 

I 

Volunteer Application 
for Natural Resources Agencies 

I 

Instrucl~r Ma’k 9” In 8$wfofma~~ ewes. 
For other Items, either pnnl or typs rrtpocue* 
If extra apace Is maea use Item 17. 

1 

4 

9r. nave you voluniterea before? Yes XNo 
b. II Yes. please orlelly oeScr#De your volunteer cxperme. J volLul$eet to do manv thin66 at mv church 

fieach. mounds maintenance. rmvan rtr~l- 1 e at thr 
SW lh 

I. Name (Last Fiml. M8ddlel 

I 

Carpenter, John C. ITT -1212 

4 Street Aaaress wcluae l partmeni no.. if any) 5. City, Stale. and Zip Coda 

413 Oak Drive Anytovn, Ohio 46389 

6. WHICH general volunleer work ulegortes are you mOSl inlerested in? 
5 Archeology ‘x PerUDisease Control b limber. Fire Prevention 

Z Botany I Minerals/Geology t TralUCamoground Maintenance 

I CamDgfounci Host 2 Natural Resources Planning E Tour Guiddntarpralation 

k‘ Cons1ruclionlMatnIeMnce 1 0fficclclerical . E Visitor lnlormation 

: Computers c RangelLivfslock C Otherjplease specify) 

Z Fish/Wddlde 1 ResearchMbraty 
- HistortcallPresewatldn ‘Y -SoilrWalershecl 

7. Who1 ~ual~fical~ons~sk~lls/exper~enceleducal~on do you have that you would like lo use in your w3untaer work? 
Z BachpackmglCampmg c Heavy Equipment Operation 12 kign Language 
- Biology .- 3i Horses-Care/Riding r Supervision . 

Z Boat ooeratton Z Landscapmg/Aelorestalion 3 Omer Trade Skills (specify) 
j(+ Caroenlry . X ma Surveytng 

Clef~calrOIl~ce Macnmes : Liveslocluftanching L leaching 
_ Cornouter Programmtng . Mao Acaatng . . L Working wilh People - 

OrallmgrGra~ntcs i Mounlameefmg Y Writing/Editing e 
x Oraver s License I: Photography 1 Other (please sctecify) 

Fttsl Alo Certlttcate I Public Spaaktng 
x HanatPower Toots -: ResearchrLlbrarun 

6. Basea on ooxes checkea tn items 6 and 7. what prrfrcular type of volunteer work would you hke IO do? (Please describe 
any spechc gualdlcatlons. skills. cxpenence. or eduulcon INI apply.1 I vould like to do cabinet making or other 

fvoe o tvvork(I&eaio~~card~). I- of car en r 
archeoloaist and I vould be nlsd to em for aruts or 

sites. Ican&lraharschvauldhron~aacaucstrianfacilieir* 

IO. Wcwa vou ltke to suoervtse otner volunteers? X Yes . NO 

11 Wnat are some of your oDpJC1tveS 10~ worktng 66 6 volunteer? (0p11ona1) I aI retired and I like to keen active.. 
t support Preaident Bush’s philosophy that. those who can, should help the Rovernment by 
yolunteerim their services. 

12. please soec~fy any DhyslaI ItmtUtlons tM1 may tnlluence your vOlun1Cer work l ctivilies: I@ has 
bh ears. 

~~ygQl-lSl+J$, (OVER) Opttwi Form Mm 

USDANSDI 
Sample Optional Fom 301 (front) 
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ik wmch months would you be l vatl;ble tar rotunteer work? 
2 January C febnmy CMlCtl ;x AntI 111 WY C3JW-O 

X July E August E sepwmbef 5 october @N- cl December 

130. How finY hours per Week Muld you by available for volunteer wOr(t? iiONS - 10-20 
lk. Which days per week would you be 8VdlablO for volunteer work? 

: Monday L Tuesctay 0 weaneday z muray Z Friday C Saturday c Sunday 

14. S~ec~ty at least three states or specific loUttons wIthin a state where you would like to do volunteer work: 

pmsvlvania, Ohio, Indiana 

15. Speclly your lodgq requirements: 

X I will lumtsh my own lodpmg (such as. tent: camper: trailer. own. relative’s or lriend’r place). 
L I VIII require assistance in finding lodging. 

16. If a volunteer l ssignment is not available at the localtons specified in item 14, do you want your l pplGatton torwardect (0 
another iOCat8on or Iederal agency seekmg volunteers with your background/interest? 
X Yes f No 

17. Thus soace IS prow&d tar more eeta~led~rerponses. Please inalcate the item numbers to which these responses apoly: 

Notice to Votuntrer 

Volunteers are not considered lo be Federal emDloyees for any ourposes other than tort Claims and injury compensation. 
Volunteer seff#ce IS not Creditable lw leave lcCnrU or any other benetit. However, volunteer SeWIce is creditable work 
eroerlence. 

Privacy Act Statement 

Following dormatlon IS orovlaed to comply with the Privacy Act (Pt. 9%57% 5 USC. 301 l nd 7 CFR 260 aulhortze accep. 
tance of Ine Intormatton reguestea on this tM. The tlata will be used to contact l DpIicants and to intmlew. screen. am 
select tnem for volunteer assignments. Furrushing thas data IS 
voiuntav. 

U.S. OovElMyT mlmo -=cua¶-vo:oLr ” Opttonal Form 301 [raj) 

Sample Optional Foxm 301 &~.k) 
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0 ENG FORM 4881-R. Parental Aonroval. This form must be 
completed anytime a person under the age of eighteen is enlisted 
in the Corps volunteer program. The only exception to this rule 
is when an organized group is involved and the group has already 
obtained parental approval on their own form. The accepting 
official can waive the need for the ENG 4881-R form upon 
verification of the completion of this other form. 

The parental approval form is very straightforward and self- 
explanatory. There is no necessity for a block-by-block 
explanation of how it is completed. A completed example follows. 
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US Army Corps 
of Engineers 

PAREKTAL APPROVAL 

(ER 1130-2-432) 

I YAME OF VOLUNTEER JimwB.Scout 

I ‘ARLNT OR GUARDIANS NAME 
JamesF.Scuut 

I &DDREs 3852 Beech Street. ~V~OWII. Qhis 46389 

1 ‘LLLWONE 617/5%3468 617/55%8924 
iR*ddenc*) fau:meuJ 

I mwrm thm I .m nw ewmc/p.Iardln of h -. n.llwd ro*ntar. I urdwsund that UM corm 04 En@- VOLUNTEERS 0roqr.m 
don no* DIWIM COmomM,lOn. .xc#ot 08 ommwlY DIQld.0 b” law. .M nut ma rnk. Will no1 coww on k voluntmf ma 9wws Of . 
Federal mwlova. 1 hw. r-d m. .ruckd awrlotlon 04 ah work ma, a.. rohmwr WI,, ~omn. 

. 
I *lva rn” Pmmldom (0, B. Smut to owskloar* 

)n VIII ~fov.m mnomord bv BOY scout Troop #59 
weme olrpomorbu 0~nlrd.m. IlmppIiMCk) 

~ Straight River Lake ~ June Z2,1991mJune23,19!31 
f-ONhW rDmw1 ID9NJ 

June16,1991 

ENG FORM 4881-R, Feb 92 EDITtoN OF Nov Ib IS oesoLETE l~roeolru CECWaNI 

Sample ENG RX&l 4881-R 
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0 ENG FORM 4880-R. Agreement for Individual/Grouo Volunteer 
Services. This form provides the legal basis for the 
agency/volunteer relationship. It must be completed for ever-v 
volunteer or group of volunteers. No one should ever agree to 
begin volunteer activities now and sign the agreement later. 

This form is relatively brief and straightforward to 
complete. The top line, AREA, should be completed with the name 
of the project if a lake or other water resource development is 
involved. If a district or division office is involved, the name 
of the specific office should be listed. 

The NAME/GROUP block will be completed with the name of the 
volunteer in the case of an individual. In the case of a group 
of volunteers, the groun name will be entered. Not the group 
leader's name. 

The TELEPHONE and ADDRESS blocks are self-explanatory. In 
the case of a group, these may have to be the group leader's 
telephone number and address. 

The BRIEF DESCRIPTION OF WORK... block is important. 
Remember, this is an agreement between the volunteer and the 
agency. It is important that both sides are clear on what is to 
be accomplished and how long it is expected to take. A job 
description should be attached to this form in most cases. It 
will expand on the information provided in this limited space. 

It is extremely important to also attach an "Activity Hazard 
Analysis" document to this form and review it prior to the start 
of work. An activity hazard analysis is a detailed description 
of the hazards that might be expected in the process of the job 
as well as means that must be taken to eliminate these hazards or 
protect the volunteer from them. Remember, according to 
regulation, volunteers must be afforded working conditions 
equivalent to those of a paid Corps staff member. 

The SIGNATURE OF VOLUNTEER block is self explanatory. 

The SIGNATURE OF GROUP REPRESENTATIVE block should be signed 
by the group leader when a group of volunteers is involved. This 
leader must be reminded that he/she is responsible to obtain 
signed parental permission forms for all group members under 18 
years of age. By signing this block, the leader certifies to 
this fact. 
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The SIGNATURE OF ACCEPTING OFFICIAL block above the 
ACCEPTANCE/TERMINATION OF AGREEMENT line is to be signed when 
first entering into the volunteer agreement. The accepting 
official is the project manager or his/her designee. 

The signature block below the ACCEPTANCE/TERMINATION OF 
AGREEMENT line should be signed by the accepting official when 
the agreement is terminated. 

A copy of this completed form should be given to the 
individual volunteer or group leader for his/her records. The 
original should be kept in an active file for the period of 
volunteer service. After termination of the service, this form 
should be kept in an inactive file for three years in case it is 
needed in a law suit or injury claim. 

Two examples of this form, one for an individual and one for 
a group, follow. 
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I 

m 
,o,.: 

US Atmy Corps 
of Engineers 

AGREEMENT FOR INDIVIDUAL/GROUP 
VOLUNTEER SERVICES 

(Act of July 30. I983 hblic Law 98-63) 

Straight River L&e 
AREA 

*MEtGROUP IT,- orICht Cd N-r) TELECMONE NUMBER 

G. l-!a~ 
DDRESS Ohd. CM,. lla#e UM 21~ CdeJ 

41.1 me. A&ok-~, Ohio 46389 
8.W -,@t&m 0, LIOI. (0 b pw(om8.d. lmlUdln@ mklmum Ihe C-luvmn* maulnd. ,*,tmr* COmpkt8job l amipn4) 

Fabrication of picnic table parts (to be assgnbled by others) 
utilizing hand and power tools in the project work shop. At least 
t~0weekswillberequired. Job Description and Activity Hazard 
Analysis are attached. 

L 
I 

I uMmun(l mm1 I Will no* rrek .m C-rwtlon 1Or MU l be wov(l aed thal rolvntrn .n NOT -rad so b. faded .mplovn. 
foe an* OYIID- 0m.r ltl.n IOn Cklrn wbd In(ur* c -rdo-. w I u- th.1 ~UYIW( mke h no, ~,dIt.b,. 101 km WCN., 
~~~~~~lorr -=fIm. I aha uMnM r(uc &hat m. Cam. ., E,,,4tm o, , (ryv “,,,A m,, *rmnl n me* umm b” motll”ln~ 

I )HIsbv rOlunla~ mv ewvlc~ m drcrlbwd abow. 10 nskt M Cm-8 of En#lnmm k I- 9utbul.d wti. 

18June1991 
tscrulnun 01 Vdunh*r) t&k) 

1 Na *- 80 *WI. owN%lal *r CIYdkll comswu lol um llw- “mea la - .I w and ” m* rtr)r ~lkmbk child labor law.. 
1 Na u-M mat rfu IndklQuah rmlunwwl~ udmr mh w-mt rlll mot r.c.k. MV comD,nutlom toI h -. -orI& mud -1 mm* -“I 
NOT ba mlOrad 80 bm fadem -Iov~ @or emv DWPOY .- Dm w CI.~ .nd INuw c omo,mmlon. and -. “mdwwmw mm VohmUr 
mka k 101 Cmdlubk *o, be.9 WCIY.I o, MI mhw -low krr(lo. W ,,.o v-ulld e,., ehhw th. Co,m 01 Em+..,,. or w., m.y 
Caned *I. wrmn t .t WV Wna k MIIWW tk 0th~ mr. Wa o.r” 1. .m.lda UN Coma mt E-l- rttn . lktln# d rth.e Wkloanu 
balm admu. l nd nlu @uaamf ol hum rch cmewlhuuo. aham w � -. 

IcNMt... Of 4roal~ ne#lwwm~lb) ~D=W 

TM Corea of EMrun was. whlk mhk -t If In HlCt. IO woslda such WuUIkh. aulomo~~t md lacllltk. ” u. w.lkbk and - 
10 ort9-l tin WOIL dme?lbd abw.. md s. cmmld9ra 
PUIW Of *orI Cklrn .nd 

ma lnokldu~h wolun-lw Yllw thh * amaNt 
I c olnewlmtlm f.l rrc Nmd yurkh 

m fdld WmolW only tar ma 

18June 1991 

ACCLIIANCEllL~MINATION Of AQIIEEYENT 

I 
ml#wwm Of Anrclfw Ornekll fXJ,h J 

I 

ENC FORM 4880-R. FEB 92 CR I laQ14at) WmDofmt CECW-ON, 
EnmoN of Nov 05 IS oBSoLETE 

Sqle ENG ZDR!! 488&R (indIvidua1) 
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m 

I I 
lfg*l 

US Army Corps 
of Engineers 

AGREEMENT FOR INDIVIDUAL/GROUP 
VOLUNTEER SERVICES 

(Act of July 30, 1983 Public Law 98-63) 

Straizht River Lake 
AREA 

IAMEICROUP t7=we .rMnt Pull Nun*) TELEPHONE NUMBER 

617/55%1213 

Assmbly of picnic tables fran finished parts (by others) utilizing 
toolsandhardwaxe. Timerequired- approx&nately 6 hours per day 
for two days (one weekend). Job description and Activity Hazard 
Analysis are attached. Power tools will not be used. 

I undmwwnd h.1 I WI11 not ns.k. .nv c -1l.n 1.e - l h. w.vk .nd du, r.twnrm .r. NOT c.mldwad 1. ba F.d.4 .m.lov... 
1.l .“” oum.n .tl).r tn.” ton Ct*lmI and lnjurr C.m.wwtl.n. .nd I YW Rut “.lYmm.l rnk. IS not crmdts.bl. t.f t8.u. WCIY.I 
W .W .m.v ~0l.v~ bmfln I *a. und.rss.nd thn .kts.r ttw C.rw of En#nw 01 I -v UIIC., d~la wmnt .t .nv tlm. b” n.tttyln# 
vlw mmr ..nr. 

I M1.W vOIunt-~ mv wnlcm I da4b.d .b..., 1. ~1~1 Ww Co,.8 of En~ln..,a In I. .,,h.,tFa -WC. 

(Et#uuhr~ .I Vdunlew) IDal*, 

w* WY 10 Obwn pw.ntal or w.ralm c-l tw ..ch tndMdu*l “nd.? w *wn .t w .nd n ..m.t* rrtwl a.PtIC.bt. Child I.b.1 I.ws. 
W* und.“wM thm ,+a. lndkldu~l~ r.lun~.M, u”d., ,hh .~..m.m r,,, -01 ,a.tw. m c 0mamml.n ,.r ma mow. work .M wu. ma* Will 
NOT b. c.m.)dw.d so b. Fader.1 .m.l.v~ for .W our..,. om., r)un t.,, c,.,m, .,,d lr,,uw c.mprw,l.n. w w. und.“Wod 1-8 v.,~nt~r 
..nlCa h not cr.dhmbh tot t.w. .ccrud or .nv e.tN.r .“wlO”.. bwwfto. W. 11,. u,W.,,,.M “W .ktwr ,h. Cow, ot Enplmrs. 01 w.. m.” 
Swlc*l *hIa mgv”fnant .I .“” IIn- L” n.tltyln@ me mm9r am. w* bgvr 1. .,.ulda ma carp of C~IWWF r,* . Il,~l”~ ot .C,k. ..nkl..nl, 
homa .ddr-. .nd nw nwnbw of h.un.uh c.nolbuy~.d. rhmm .nd ., ,m~,,a,.d. 

25June1991 
flbkl 

Ihe Calm of Enel- was,. tilla hk .,mOm.*t Ia In tits*. to .rWtd. We6 m.twl.h. QulOmrrl .“d tYllltb.‘ . .” .w.lt,bt. Md M.d 
ID or(wm tha worh darlbad abae. WW to c~!dwad dw Indklduak vOlun~rln# under mls wwmem m Fedawl -tov~ onlv *or M 
WI- at ton cklm end commwmatlmn lw rwk ratand I*urh. 

25June199l 
Of AccUttW Ofi6i%tJ lD.t*J 

ACCElfANCt/TERYINATlON Of AQREEMEWT 

WruWn ml AcceMImr D?Rdd) toot*, 

ENG FORM 4980-R. FEB 92 IER llIoa4~~l fPmmenl CECW-ONI 

EDITION of NOV B5 IS OBSOLETE 

SarnpleENGTWv! 4880-R (SWP) 
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0 ENG FORM 4882-R, Volunteer Service Record. This form is 
necessary for evaluating the effectiveness of the volunteer 
program as well as tracking the number of hours and service value 
of each volunteer or group of volunteers. It is completed on a 
monthly basis. 

The NAME line will contain the name of the individual 
volunteer or the group name of a group of volunteers. In case of 
a group, members' -names may be listed-on a separate sheet 
attached to the form or on the back of the form itself. 

The DATE line will show the month and year of the report. 

The PROJECT/OFFICE line will contain the name of the project _ - 
or office where the volunteer service took place. 

PREVIOUS HOURS is the total number of hours shown in the 
CUMULATIVE TOTAL block at the bottom of the previous month's 
report. This number will be added to the TOTAL FOR MONTH to 
obtain the new cumulative total for the month. 

Most of the column headings on this form are self 
explanatory (day, job title, location, hours worked). The 
EQUIVALENT VALUE IN $/HR column is the hourly rate listed in ER 
1130-2-432, paragraph 14b, associated with the job performed 
(Figure 7). Five categories are listed with a grade or range of 
grades. The proper equivalent grade should be selected and the 
base hourly rate entered in this column. The base rather than 
the eouivalent rate should be used. In other words, the value of 
benefits, overhead, and supervision should not be applied to this 
rate. 

For the purposes of determining the value of volunteer services, 
the following rates will be used at the comparable base rate (not 
to include overhead): 

JOB TITLE GRADE 

Laborer 
Skilled Maintenance 
Student/Clerical 
Technical Specialist 
Consultant 

Minimum wage or WG-3 
WG-9 
GS-4 
GS-7 or GS-9 
GS-11 or GS-13 

Figure 7. Comparable Base Rates for Volunteer Services 
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In the DOLLAR VALUE column enter the extension of the number 
in the HOURS WORKED colume multiplied by the number in the 
EQUIVALENT VALUE IN $/HR column. 

Only two items are totalled at the bottom of the form - 
HOURS WORKED and DOLLAR VALUE. The TOTAL FOR MONTH space should 
be added to the previous month's cumulative totals and entered in 
the CUMULATIVE TOTAL space. 

Two completed examples of this form follow - one for an 
individual and one for a group. 
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US Amy Corps 
of Engineers VOLUNTEER SERVICE RECORD 

(ER 1130-2-432) 

John G. Carpenter 
NAME &as,. #-ht. Mud& Idud) 

l Ao☺ECT/OFFlCE 

June1991 
OATIt Worth. Yew) 

60 

l fVIOus nouns 

DAY JDB TITLE LOCATION WORKED 

m Skilled Naint. Wood Shop 7 

21 Skilled Maint. Wood shcrp 8 

24 Laborer BeachArea 4 

24 Skilled Maint. Wood shop 4 

25 Laborer BeachArea 8 

26 Skilled Maint. Wood Shop 8 

EQUIVALENT DOLLAR 
V&LlJL IN SIHR. VALUE 

$12.08 $84.56 

$12.08 $96.64 

$ 9.69 $38.76 

$12.08 $48.32 

1 $ 9.69 1 k.52 

1 $12.08 1$96;‘64 

ENG FORM 488243, Nov 85 

SampleENGFORM 4882-R (indivicfual) 
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CUWlLAllVt TOTAL 

ENG FORM 4882-R, Nov 85 

USArmyCorps 
of Engineers 

VOLUNTEER SERVICE RECORD 
(El2 I1 30.2432) 

joy smut Troop # 59 (seeback for mm& June1991 
NAME (‘wt. Clnt. Ylddle IdUd) DATE (Month. Year) 

Straight River Lake 
WIOJECTIOFFICE 

360 
PREVIOUS MOWS 

SaxnpleENGFORM 4882-R (group) 
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0 ENG FORM 4883-R, Certificate of Anoreciation. This form 
is used to recognize volunteers when they reach some milestone in 
hours of service or when they have provided some exemplary 
contribution. The form is self-explanatory - it should contain 
the name of the volunteer, the date awarded, and the signature 
authority of the designated Corps official. In most cases, this 
official will be the District Commander, however, if District 
policy is to keep this responsibility as close to the volunteer 
as possible, the project manager may sign the certificate. The 
signer's title may be typed beneath the signature. The 
certificate may be placed in a frame if the value of the service 
warrants it. Other certificates, designed locally, may be used 
in lieu of this form. 

A completed example of this certificate follows. 
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